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Duties of the State Controller

Policy

All State employees shall fulfill certain responsibilities in regards to payroll.

Adgency Responsibilities

Agencies should designate a person(s) within their Payroll, Human Resources, or Time keeping areas
that can assist employees with payroll questions in a timely manner.

Agencies that utilize the NC HR/Payroll System should use the chain of command within their agency
before contacting Best Shared Services so that issues can be resolved in total — to prevent repeat
inquiries.

Agencies should inform their employees of all communication that is pertinent to their pay as soon as
possible.

Agencies should approve all time in keeping with their specific system’s schedule so that employees
are paid all that is due for their payroll cycle.

Agency representatives should follow internal control and security procedures to protect employee
information.

Agencies should fund payroll for expenses incurred by their employee payrolls by the required
deadlines.

Agencies that utilize the NC HR/Payroll System should review their preliminary payroll results and
contact Best Shared Services with issues.

Agencies should verify payroll postings to the general ledger accounts.

Employee Responsibilities

When employees have payroll questions, they should first seek assistance from their Agency Payroll or
Human Resource representative, and/or Timekeeper. If further inquiry is required specifically for NC

HR/Payroll System users, the employee and/or agency representative should call Best Shared Services
where their call, email or fax will be registered into a call system and submitted to the appropriate area




for resolution.

e Employees should promptly inform their agency of any changes in personal information (e.g. name,
address, banking, and emergency contact changes) that are necessary to process and generate payroll
accurately. In the NC HR/Payroll System an employee has three options for this process to be handled
accurately; enter new information into the Employee Self Service (ESS) module within the NC
HR/Payroll System, contact agency representative for assistance, or contact Best Shared Services for
assistance.

e Employees should promptly inform their agency of any payroll errors.

e Employees should follow internal control and security procedures when conveying payroll information
to the appropriate resources.

Procedures

Accounting Guidance
None noted.

Related Documents (Memos/Forms)

G.S. 143B-426.39 Powers and Duties of the State Controller
http://www.ncleg.net/EnactedLegislation/Statutes/HTML/BySection/Chapter 143B/GS 143B-426.39.html
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